
 
 
 
 

 
 

How to Navigate the ORI Annual Report System Handbook 
 
 
 
 
 

 
 
 

 
URL:  http://ori.hhs.gov/assurance/electronic_submission.shtml 

 
 
 
 
 
 
 
 
 
 
 
Please contact me if you have any problems. 
 
Thank you for your cooperation. 
 
Randi M. Freedman 
Assurance Program Manager 
Office of Research Integrity, 
Division of Education and Integrity 
1101 Wootton Parkway, Suite 750 
Rockville, MD 20852 
Phone: (301) 443-0398 
FAX: (301) 594-0042 
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Part 1  Logging into the Annual Report System 
 
 

 
Step 1: From the Assurance Program - Annual Report System homepage (Figure 1) select “To access 
the Annual Report System, Click here.” 
 

 
Figure 1 
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Result: Assurance Program – Annual Report System login screen appears (Figure 2) 
 
Step 2:  Enter your institution’s User ID  (Institutional Profile Number, i.e. IPF number) 
 
 
 
 
 
 
 
 
 
 
 
Step 3:  Enter your institution’s Password (IPF Number).    
 
 
 
 
 
 

 
Figure 2 
 

 
NOTE: If this is NOT your first time logging into the new Annual Report system, and you 
have forgotten your User ID and/or password go to PAGE 29 of this handbook. 

NOTE: You will be prompted to 
change your password the first 
time you log into the system. 
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Result: Assurance Program – Annual Report System Password Change screen appears (Figure 3).   
 
 
 
 
 
 
 
 
 
 
Step 4: Enter a new password. Password must be at least six characters long and can NOT contain 
your institution’s IPF number. Retype your new password to ensure correctness. Select “Save.” 
 
 

 
Figure 3 

 
If this is the first time logging into the new system, you are required to 
change your password. You will not see this screen again the next time you log 
into the system. 



 6

 
 
 
Result: Password has been changed notification screen appears (Figure 4). 
 
Step 5: Select  “Click here to return to the Annual Report System Home Page.” 
 

 
Figure 4
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Result:  Assurance Program - Annual Report System Home Page (Figure 5). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 5

 
NOTE: The following four options are available on the home page. (This handbook will help you 
navigate through these four options): 
 
+  Review/Update Institutional Information Section 
 
+  Submit 2004 Annual Report on Possible Research Misconduct Report 
 
+  Manage Password 
 
+  Log out of the Assurance Program website 



 8

 
Part 2  Review/Update Institutional Information 

 
Step 1: From the Assurance Program Home Page (Figure 6) select “Review/Update Institutional 
Information Section.” 
 

 
Figure 6 
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Result: Institutional Information screen (Figure 7) 
 
This screen allows the user to make any changes to their institution’s information.  
 
Step 2: If there are no changes to your institution’s information select “Approve.” 
 
 
 
 
 
 
 
 

 
Figure 7

 
NOTE: If you need to make changes to your institution’s information go to PAGE 11 
of this handbook. 
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Result: Notification screen states that your institution’s information has been updated (Figure 8). 
 
Step 3: Select the appropriate option. 
 
 

 
Figure 8 
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To make changes to your institution’s information 
 
Step 1: Select “Edit.”  
 

 
Figure 9
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Step 2: Make any necessary changes to your institution’s record on this screen (Figure 10) and select 
“Submit” to save the updated information.   
 
 

 
Figure 10
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Result: Figure 11 
 
 
 
 
 
 
 
 
Step 3: Choose one of the following Options: 
 
 + Click here to return to the Assurance Program Home Page. 
 
 + Click here to log out of the Assurance Program. 
 

 
Figure 11

 
NOTE:  An email will be sent to the address on file stating that once your changes have 
been verified by ORI you will be informed by email. 
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Example of an Email received after making changes to an Institution’s information (Figure 12). 
 

 
Figure 12
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Part 3  Submitting the 2004 Annual Report 
 
 

This section allows you to complete your Institution’s 2004 Annual Report on Possible Research 
Misconduct. 
 
Step 1: Select the “Submit 2004 Annual Report on Possible Misconduct” link. 
 

 
Figure 13 
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Step 2: To submit the current year’s (2004) Annual Report on Possible Research Misconduct select 
“Add.” 
 
 
 
 
 
 
 
 
 
 

 
Figure 14

 
NOTE: If this is your first year filing an Annual Report a message will appear on the screen 
indicating ORI does not have a current or previous year’s Annual Report for your Institution on 
record.  
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Result:  The Confirm Institutional Information screen (Figure 15). This screen allows you to either 
change or confirm your Institution’s information.  
 
Step 3: If you choose to edit your Institution’s information, select “Edit” and make the changes. Then 
select “Ok” to save the information and proceed with completing the Annual Report.   If no changes 
are necessary, select “Ok.” 
 
 

 
Figure 15 
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Result: Certifying Official’s Information screen (Figure 16). 
 
Step 4: Select “Next” to confirm information. 
 

 
Figure 16
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Step 5: Select the appropriate responses (Yes or No) to the questions presented.  
 
 
 
 
 
 
 
 
 
 
Step 6: Select “Next” to continue completing the Annual Report. 
 

 
Figure 17

 
NOTE: If you selected “Yes” for the second question “Has your institution received any 
allegations or conducted any inquiries or investigations of allegations…,” go to PAGE 22 of 
this handbook for instructions on how to complete the 2004 Annual Report on Possible 
Research Misconduct and begin with Step 6. 
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Result:  2004 Report on Possible Research Misconduct Confirmation screen (Figure 18). 
 
 
Step 7: Review the information on this screen and select “Approve.” 
 
 
 
 
 
 
 
 

 
Figure 18

 
NOTE: Once you select “Approve,” you cannot go back and make changes to 
your report. You can only review the report and print a copy for your records. 
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Result:  Confirmation screen that your institutions completed 2004 Annual Report on Possible 
Research Misconduct has been received by ORI. 
 
Step 8: Select either log off the system or return to the Assurance Program Home Page. 
 
 
 
 
 
 
 
 
 
 

 
Figure 19

 
NOTE: If you wish to print a copy of your institutions 2004 Annual Report, select “Click here to 
return to the Assurance Program Home Page.”  For instructions on how to print out your report, 
see PAGE 26 of this handbook 



 22

 
 
 
 
If you select “Yes” indicating your institution has received allegations or conducted any 
inquiries or investigations of allegations during the reporting period 
 
Step 6:  Select “Next” to proceed to the next screen. 
 

 
Figure 20
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Step 7: Select the appropriate boxes and select “Next.” 
 

 

 
Figure 20
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Result: 2004 Annual Report on Possible Research Misconduct confirmation screen (Figure 22). 
 
Step 8:  Select “Approve” to proceed to the next screen (if you need to make any changes select 
“Back”). 
 

 

 
Figure 22
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Result:  Your Institution’s 2004 Annual Report on Possible Research Misconduct has been 
submitted to ORI.  
 
Step 9: Select “Click here to return to the Assurance Program Home Page” to print a copy 
of your 2004 Annual Report for your records. 
 

 
Figure 23
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Part 4  Printing the 2004 Annual Report 
 
Step 1:  Select “Review 2004 Annual Report on Possible Misconduct. 
 
 

 
Figure 24



 27

 
 
 
Step 2:  Select “2004 Report.”  
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Step 3:  Select “Print View” to print a copy of your Annual Report. From your browser’s 
window, select “File” then “Print.” 
 
 

 

 

 
Figure 26
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Part 5  What to Do if you Forget the User ID and/or Password. 
 
Step 1:  If you have forgotten your User ID and/or password, select the “Click here to get your 
User ID and Password” link (circled in red).   
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You will be prompted at this screen (Figure 28) to enter in your IPF number, email address and 
Institution Name.  
 
Step 2:  Enter as much information as you can remember. 
 
Step 3:  Select “Get Login.” (An email will be automatically generated to the user’s email address on 
file with ORI.) 
 
 

 
Figure 28 
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Result:  Password notification change screen (Figure 29) indicating an email has been sent 
to the email address ORI has on file for your institution. 
 

 
Figure 29
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Example of an email that is automatically generated to the user’s email address on file with 
ORI (Figure 30). 
 

 
Figure 30
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Part 6  Logging out of the Annual Report System 

 
 
 
Select either: 
 

+ Click here to go to the ORI website, or 
 

+ Click here to return to Login Screen 
 
 

 
Figure 31 
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